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J 


15 October 


SUSJHECTi Seqjuest for Assignment of /KWitional T/O Slot 

to the- Regulations Control Staff 


1. It Is requested that the Regulations Control Staff personnel 
celling he Increases, by the addition of a Clerk-typist, O S-4, po sition. 
A diurt bavins the present orgpuoi. 2 &tion 0 jP the Staff 1 b aw a ro .. 

(Annex A) 

2, Tbits request is supported by the following fhctsf 

«. Numerous control functions now existing is the Stan are 
exercised by various individuals* (Annex B) It is proposed to 
centralize the control functions in the hand s of a single clerk, 
who sill then have little car no time left for typing duties . ®*e 
oAm +i fm of the Clerk-typist, 05*4, sill pronote Staff efficiency 
t>y «n«i^rv g the oentrali setioott . The proposed reorganisation is 
shows an Annex C« 

b. The present clerical section of the Staff Is loaded to 
an extent that an average of ^0 nan -hours per pay period 
anmrtiJBo is nos required on the part of the clerks to accomplish 
requirements without backlog reduction of an appreciable 
lastnoa. The sorkloefi of the Begulations CvtArol Staff has 
increased steadily, without the assignment of additional responsi- 
bilities, since the inception of the Staff* (Annex P) 

e. Bealigcmaat of the work flow to include correlation of 
dutiee ns proposed sill enable the Staff to us© case clerk at a 
OS-7 level on a ffcll-time basis to handle all routing and 
distribution of a regulatory issuance freat the tine it miters 
the Staff m a draft until it is printed end in the hands of the 
customer' . 
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d. Typing duties relinquished by the control clerk *111 he 
assisted by tbs additional clerk, who *111 assist in tasks performed 
by other clerical personnel to reduce backlog and. eliminate 

a portion of the overtime. 

e. A job description is attached. (Annex E) 

3* It is recommended that this request be approved. 


Chief, Management Staff 


25X1 A 


Annexes 

Tab A Present Organization of the Regulations Control Staff 
Tab B Flo* Chart, Agency Regulatory Issuances 
Tab C Proposed Reorganisation of the Regulations Control Staff 
Tab D Work load Graph, Regulations Control Staff, 

October 1953 - August 1954 
Tab 1 Position Description, Clerk-typist OS-4 


RCS/OLHimb 
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